
 

 

 

 

 

Welcome  to NC4 Training  

Module: Emergency Event  

 

 

 

 

 

 

 



N C 4  T R A I N I N G     E M E R G E N C Y  E V E N T   

 

 

2  

COPYRIGHT © 2008 NC4 

All Rights Reserved 

 

 

Table of Contents  

TABLE OF CONTENTS  ................................ ................................ ....................  2  

TABLE OF FIGURES  ................................ ................................ .......................  4  

1  MODULE: EMERGENCY EV ENT REPORT  ................................ ...................  5  

1.1  WHAT IS AN ñEVENTò ................................ ................................ ..................  5 

2  GENERAL OVERVIEW OF EMERGENCY EVENT REPO RTS  .........................  6  

2.1  VIEWING EMERGENCY EVENT REPORT FORMS ................................ ......................  6 
2.1.1  Sorting Emergency Events  ................................ ................................  7 

2.1.2  Viewing an Emergency Event  ................................ ............................  7 

3  LETôS GET FAMILIAR WITH AN EMERGENCY EVE NT REPORT  ................  10  

3.1  CREATING EMERGENCY EVENT REPORTS ................................ ..........................  10  
3.2  BASIC I NFO ................................ ................................ ...........................  12  

3.2.1  What is the Current Status of This Event?  ................................ .........  12  
3.2.1.1  Status  ................................ ................................ ................................ . 12  
3.2.1.2  Prognosis  ................................ ................................ .............................  12  

3.2.2  What Information Can You Provide About  This Event?  ........................  13  
3.2.2.1  Report Type  ................................ ................................ .........................  13  
3.2.2.2  Event Name  ................................ ................................ .........................  13  
3.2 .2.3  Event Type  ................................ ................................ ..........................  13  
3.2.2.4  Severity ................................ ................................ ...............................  15  
3.2.2.5  Timeline: Start Date  ................................ ................................ ..............  15  
3.2.2.6  Completion Date  ................................ ................................ ...................  16  

3.2.3  Initial Situation Summary  ................................ ...............................  17  
3.2.3.1  Initial Situation Summary  ................................ ................................ ......  17  
3.2.3.2  Description  ................................ ................................ ..........................  17  
3.2.3.3  Action Plan  ................................ ................................ ...........................  18  

3.2.4  Responsible Entity  ................................ ................................ .........  19  
3.2.4.1  Responsibility Assignment  ................................ ................................ ......  19  

3.2.5  Related Reports  ................................ ................................ .............  20  
3.2.5.1  Relate d Reports  ................................ ................................ ....................  20  

3.3  NOTIFICATION  ................................ ................................ ........................  21  
3.3.1  Using Notification  ................................ ................................ ..........  22  

3.3 .1.1  Send Notification  ................................ ................................ ..................  22  
3.3.1.2  Message  ................................ ................................ ..............................  22  
3.3.1.3  Select Recipients  ................................ ................................ ..................  22  
3.3.1.4  Other Email Addresses  ................................ ................................ ..........  22  
3.3.1.5  Completed Notification Report  ................................ ................................  23  

3.4  ATTACHMENTS & OVERLAYS ................................ ................................ ........  26  
3.4.1  Attach Files  ................................ ................................ ...................  27  
3.4.2  View Attachments  ................................ ................................ ..........  29  
3.4.3  Add Web Links  ................................ ................................ ..............  30  

3.5  GEO LOCATION  ................................ ................................ .......................  32  
3.5.1  Geo Locate By Address  ................................ ................................ ...  33  
3.5.2  Map Layers and  Icons  ................................ ................................ ....  35  



N C 4  T R A I N I N G     E M E R G E N C Y  E V E N T   

 

 

3  

COPYRIGHT © 2008 NC4 

All Rights Reserved 

 

 

4  COMPLETING AN EMERGE NCY EVENT REPORT  ................................ .....  38  

REVIEW EXERCISE  ................................ ................................ .....................  39  



N C 4  T R A I N I N G     E M E R G E N C Y  E V E N T   

 

 

4  

COPYRIGHT © 2008 NC4 

All Rights Reserved 

 

 

Table of Figures  

FIGURE 1  EMERGENCY EVENT REPORT LIST  ................................ ................................ ..  6 
FIGURE 2  EMERGENCY EVENT SUMMARY SCREEN ................................ ............................  6 
FIGURE 3  EMERGENCY EVENT VIEW BY DROP DOWN MENU ................................ ................  7 
FIGURE 4  OPENING THE EMERGENCY EVENT REPORT ................................ ........................  7 
FIGURE 5  EMERGENCY EVENT REPORT IN VIEW MODE  ................................ .......................  8 
FIGURE 6  EMERGENCY EVENT IN CREATE MODE ................................ ...........................  11  
FIGURE 7  EVENT STATUS DROP-DOWN MENU  ................................ ..............................  12  
FIGURE 8  EVENT PROGNOSIS DROP -DOWN MENU  ................................ ..........................  12  
FIGURE 9  REPORT TYPE FIELD  ................................ ................................ ................  13  
FIGURE 10  EVENT NAME FIELD  ................................ ................................ ...............  13  
FIGURE 11  EVENT TYPE DROP DOWN MENU  ................................ ................................ .  13  
FIGURE 12  SEARCH/A DD EVENT TYPE ................................ ................................ ......  14  
FIGURE 13  SEVERITY DROP-DOWN MENU  ................................ ................................ ...  15  
FIGURE 14  START DATE FIELD DATE/T IME DIALOG BOX ................................ .................  15  
FIGURE 15  CALENDAR DIALOG BOX ................................ ................................ .........  16  
FIGURE 16  COMPLETION DATE FIELD  ................................ ................................ .......  16  
FIGURE 17  I NITIAL SITUATION SUMMARY FIELD  ................................ ...........................  17  
FIGURE 18  DESCRIPTION WITH EXPAND FIELD ................................ .............................  17  
FIGURE 19  ACTION PLAN DIALOG BOX ................................ ................................ .....  18  
FIGURE 20  CLEAR RESPONSIBILITY CHECKB OX ................................ ............................  19  
FIGURE 21  RESPONSIBLE PARTY I NDIVIDUAL OPTION MEN U ................................ .............  19  
FIGURE 22  RELATED REPORTS DIALOG BOX ................................ ...............................  20  
FIGURE  23  NOTIFICATION FIELDS IN CREATE MODE ................................ ........................  21  
FIGURE 24  COMPLETED NOTIFICATION REPORT................................ ............................  23  
FIGURE 25  SAMPLE E-MAIL ALERT ................................ ................................ ..........  23  
FIGURE 26  CHECKING THE NOTIFICATION STATUS ................................ ........................  24  
FIGURE 27  LOCATING TARGETED ALERT STATUS ................................ ..........................  25  
FIGURE 28  TARGETED ALERT STATUS WINDOW  ................................ ............................  25  
FIGURE 29  ATTACHMENTS & OVERLAYS FIELDS  ................................ ...........................  26  
FIGURE 30  ATTACHMENT LOCATION  ................................ ................................ .........  27  
FIGURE 31  ATTACHMENTS FROM FILE FORM  ................................ ................................  27  
FIGURE 32  LOCATING A FILE FOR ATTACHMENT ................................ ...........................  28  
FIGURE 33  DOCUMENT LIBRARY WINDOW  ................................ ................................ ..  28  
FIGURE 34  OPENING AN ATTACHMENT ................................ ................................ ......  29  
FIGURE 35  WEB LINKS  ................................ ................................ ........................  31  
FIGURE 36  GEO-LOCATION FIELDS  ................................ ................................ ..........  32  
FIGURE 37  GEO LOCATE BY FIELDS (BY ADDRESS)  ................................ .......................  33  
FIGURE 38  SELECT BY ADDRESS DIALOG BOX................................ .............................  33  
FIGURE 39  SHOWING ADDRESS LOCATION ON MAP ................................ .......................  34  
FIGURE 40  GEO LOCATED BY STREET ADDRESS FIELD  ................................ ...................  34  
FIGURE 41  EFFECTS OF ENABLING THE STATE HIGHWAYS  ................................ ...............  35  
 



N C 4  T R A I N I N G     E M E R G E N C Y  E V E N T   

 

 

5  

COPYRIGHT © 2008 NC4 

All Rights Reserved 

 

 

1 Module: Emergency Event Re port  

The Emergency Event report is used to record unplanned events and associate incidents 

with  events . For example, an emergency event may be a F3 tornado. Several incidents 

may be associated with that such as a destroyed building  or  infrastructure damag e. A 

hurricane may be an event that contains incidents such as looting after the storm.  

Events and Incidents are determined by your jurisdictionôs operating procedures.  

Note: All person names and corresponding titles used in this document are 

fictitious. The names and titles are being used for the sole purpose of 

illustrating the systems' features and functionalities in an instructional 
environment.  

1.1  &  What is an òEventó 

An event  in the NC4 Application  is a major occurrence that often spawns  incidents, 

thou gh incidents also occur independently of events.  Emergency events are more 

regional in scope, have the ability to trigger incidents and are  not as easily geo -

locatable.  

Two types of Events are:  

Emergency Events  include earthquakes, hurricanes and tornadoe s. In the NC4 

Application , various forms such as Incident Report and Resource Requests are 

associated with events. The proper association is important because the information 

is categorized to support the incident management process and concurrently the 

FEMA reimbursement process . Emergency Events are generally initiated by key 

personnel at the onset of the event; often times prior to operation activation and 

almost always before other users begin to enter related documents (i.e. incidents, 

resource request s, etc.). For example, an Emergency Event report would be created 

for an approaching hurricane. This is primarily a management function.  

Planned Events  are comprised of mu ltiple plan ned activities. Examples of Planned 

Events are large political conventions, large -scale sporting events such as the 

Olympics and the Super Bowl, or music festivals.  These events embody a number of 

planned activities such as venue parties, news c onferences, practice sessions and 

geographically disbursed surveillance.  

Planned Events are discussed further in the Module: Workbook.  

 

 

I C O N  K E Y  

1    Valuable information 

! Test your knowledge 

:    Keyboard exercise 

&  Review 

Learning 

Objectives  
 

After 
completing 

this module, 
learners will 
be able to:  
 
¶ Create, view 

and update  

Emergency 
Event 
Report 
forms.  

 
¶ Describe the 

elements of  

an 
Emergency 
Event 
Report form.  

 
¶ Apply 

common 

elements.  
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2 General Overview of Emergency Event Reports  

This section of the module  provides an overview of a n Emergency Event  Repor t form. You 

will become familiar with the layout of the form and understand the type of information 

that it can contain.  

2.1  Viewing Emergency Event  Report  Forms  

Existing Emergency Event  Reports  are presented to you based on  the Event  name . 

Select Emergency Ev ent  from the Report navigation drop down menu , as shown in  
Figure 1.  

  

Figure 1  Emergency Event  Report List  

This view  gives you a snapshot of the status of all Emergency Event  reports  in  the 

jurisdiction  sorted by name  as shown in Figure 2. 

 

Figure 2  Emergency Event Summary S creen  
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2.1.1  Sorting Emergency Events  

The Emergency Event summary screen can be sorted by Event Name, S tatus, 

Prognosis, Start Date, and Last Updated with a  (Figure 2) or by selecting sort order 

in the View by  drop down menu as shown in Figure 3.   

 

Figure 3  Emergency Event View b y Drop D own Menu  

2.1.2  Viewing an Emergency Event  

To view an existing Emergency Event  Report in the center view frame , click the Event 

Name  link as shown in Figure 4, to open the report form . 

 

 

Figure 4  Opening the Emergency Event Report  

 

You will be presented with the emergency event report as shown in  Figure 5.  

1  Click the 

arrows ( ) 
in column 
headings to 

sort the list 
in ascending 
or 
descending 
order.  
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Figure 5  Emergency Event Report in view mode  

1  * Red 

Label  
indicates a 
required 
field.  

1  Scroll 

down to 
see all the 
fields in 
the 
Emergency 
Event 

Report.  
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The Emergency Event Rep ort form contains the following:  

Å What is the Current Status of T his Event ? 

Å What Information Can You Provide About This Event ? 

Å Situation Summary  

Å Responsibly Entity  

Å Related Reports  

In addition, the Emergency Event Report form contains tabs with th e systemôs 

common functions: Notification, Geo -Location, Attachments & Overlays, and 

Distribution & Sharing. These functions are described in detail in the Module: 

Common Functions.  

You will see the  buttons in the upper 

right corner of the Emergency Even t screen in View mode depending on your 

system access level and the discretion of the System Administrator. Use the 

Update  button to edit or add information to the report, the Delete  button to 

delete the report, the Print  button to print a copy of the repo rt, and the Close  

button to close the report window.  

 

 

 

 

 

 

 

 

1  Deleted 

reports are 
removed 
from active 
lists but are 
maintained 
in history.  
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3 Letõs get Familiar with an Emergency Event Report  

In this section of the module, you will follow a step -by -step walk through of creating an 

Emergency Event Report . You will become familiar wit h the details of the Emergency 

Event Report  form and gain practical experience with the type of information that it can 

contain.  

3.1  Creating Emergency Event Report s 

To create an Emergency Event Report , perform the following steps:  

1.  Select Emergency Event  from the Report  navigation drop down menu.  

2.  Click the  button below  the Emergency Event by Name  in the 

center view frame . 

An Emergency Event  Report opens in a new window as shown  

in  Figure 6. 
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Figure 6  Emergency Event in Create Mode  

The form contains many fields, some of which you must scroll down in the window to 

view . Mandatory fields are noted by a red asterisk ( * ).  We will summarize  the fields 
used in this  form  in the upcoming sections . 

1  * Red 

Label  
indi cates 

a 
required 
field.  
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3.2  Ba sic Info  

3.2.1  What is the Current Status of T his Event ? 

The Basic Info  tab requires that the Status  and Prognosis  be the primary method of 

describing the event.  Both mandatory fields must be completed with the best possible 

assessment of the event to date.  

3 . 2 . 1 . 1 S TA T U S 

Select the event  status from the choices in the  drop down menu, as shown in Figure 7. 

 

Figure 7  Event  Status  drop -down menu  

3 . 2 . 1 . 2 P R O G N O S I S 

Select the event prognosis from the choices in t he drop -down menu , as shown in  Figure 

8. 

 

Figure 8  Event Prognosis  drop -down menu  

1  * Red 

Label 

indicates 
a required 
field.   
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3.2.2  What Information Can You Provide About This Event?  

In this section, all additional information regarding the event will be entered.  The 

Event Name and Event Type  are required  fields . 

3 . 2 . 2 . 1 R E P O R T  T Y P E  

The Report T ype  field is defaulted to Emergency as shown in Figure 9. 

 

Figure 9  Report Type F ield  

3 . 2 . 2 . 2 E V E N T  N A M E  

Enter  a descriptive name for the event as show n in  Figure 10 . 

 

Figure 10  Event Name F ield  

3 . 2 . 2 . 3 E V E N T  T Y P E  

Select a type for the event from the drop  down menu as shown in Figure 11 . 

 

Figure 11  Event Type drop down menu  



N C 4  T R A I N I N G     E M E R G E N C Y  E V E N T   

 

 

14  

COPYRIGHT © 2008 NC4 

All Rights Reserved 

 

 

If the event  type c annot be found through the drop down menu , click the 

Search/Add  button  and either use the  search option for the type or a dd a n ew 

event type to the report , as shown in  Figu re 12 .  Create your own event type by 
keying it into the Other  field and clicking the Add  button as shown in  Figu re 12 . 

 . 

Figu re 12  Search/Add Event Type  
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3 . 2 . 2 . 4 S E V E R I T Y  

Select the severity for the event from the drop -down menu as shown in Figure 13 . 

 

Figure 13  Severity drop -down menu  

3 . 2 . 2 . 5 T I M E L I N E :  S T A R T  D A T E  

Click the Set  button for the Start Da te field to open the Date and Time  dialog box,  as 

shown in Figure 14 . 

 

Figure 14  Start Date F ield Date/Time Dialog Box  

 

Click the Calenda r  button to open  a calendar in which to click  the appropriate date, as 

shown in Figure 15 . 
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Figure 15  Calendar Dialog Box  

Use the drop down menus to set the appropriate time. Click the OK  button when 

finished.  

3 . 2 . 2 . 6 C O M P L E T I O N  D A T E  

Click the Set  button for the Completion Date  field to open the Date and Time  dialog 

box, as shown in Figure 16 .  The Calendar Dialog  box can be used as shown in Figure 

15 . 

 

Figure 16  Completion Date  Field  
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3.2.3  Initial Situation Summary  

The Initial Situation Summary  section is  where you can enter your initial 

assessment of the situation relating to the  event  as shown in Figure 17 .   

3 . 2 . 3 . 1 I N I T I A L  S I T U A T I O N  S U M M A R Y  

Key in the information regarding the Initial Situation Summary , as shown in  Figure 

17 . 

 

Figure 17  Initia l Situation Summary  Field  

 

3 . 2 . 3 . 2 D E S C R I P T I O N   

Enter  additional information to describe the event in the Description  field  as shown in 

Figure 18 .  Click the Expand  button  to open the Expanded Text Window  if you require 

space where additional information can be added and reviewed.  Click the OK  button 

when complete.  

 

 

Figure 18  Description with Expand F ield  
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3 . 2 . 3 . 3 A C T I O N  P L A N  

Click the Select button  to choose a n Action Plan  from the dialog box  as sho wn in  Figure 

19 .  Click the Name  link of the appropriate task to add to the Action Plan  field.   

 

Figure 19  Action Plan Dialog B ox  

 

The selection in the Action Plan  dialog box resides in  the Task Template .  
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3.2.4  Responsible Entity  

3 . 2 . 4 . 1 R E S P O N S I B I L I T Y  A S S I G N M E N T  

Responsibilities can be assigned by Individual, Organization /Location,  Position , or  

Agency . If you d esire to send the report to ONLY  the selected individual, uncheck the 

Target Alert  box. W hen the Target Alert  box is checked  as shown in Figure 20 , the 

report is sent to all users whose Personal Profile matches the Organization/Location 

and Position  selected . 

 

Figure 20  Clear Responsibility checkbox  

Responsible parties can be assigned in the same manner for an Individual, 

Organization, Position, or Agency .  If the responsibility is assigned to an individual, 

th e system may generate information in the other fields if it was capt ured in the Personal 

Profile form. Click the Select  button  of any of the four options to view the options in a 

new window.  Click the appropriate links to choose the responsible parties.  The options 

for the Individual  field have been shown in  Figure 21 . 

  

Figure 21  Responsible Party Individual option menu  
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3.2.5  Related Reports  

3 . 2 . 5 . 1 R E L A T E D  R E P O R T S  

Click the Select  button to open the Select Related Reports  dialog box as shown in 

Figure 22 . 

 

Figure 22  Related Reports Dialog Box  

To select the appropriate report, click the checkbox to select as many reports as needed.  

When all reports have been selected, click the OK  button to popu late the Related 

Reports  field as shown in Figure 22 . 



N C 4  T R A I N I N G     E M E R G E N C Y  E V E N T   

 

 

21  

COPYRIGHT © 2008 NC4 

All Rights Reserved 

 

 

3.3  Notification  

Notification is used to inform other users that they need to view  or take action on a 

report, as shown in Figure 23. The Notification functionality can be accessed through 

the Notification  tab , or in an embedded section in the form.  

 
Figure 23    Notification Fields in Create Mode  

 
This  feature sends messages to an e mail account , pager, phone or Personal Digital 

Assistant (PDA). Email messages can contain either your keyed in message or the 

message with the URL link that, when clicked, will bring the recipient to the 

applicationôs login screen and open the report which you sent t hem. A short message 

without the URL link is sent to other devices.  

 

 

1  To include 

the URL link 
in the email, 
an (E) must 
appear 
before the 
recipients 
email 

address. 
Without the 
(E), the 
recipient will 
receive the 
email 

message 
without the 

link.  

1  Use 

Notification 
to notify both 

users and 
non -users 
about a 
report in the 
system.  
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3.3.1   Using Notification  

The Notification feature is used if you elect to inform other individuals that they need 

to view or take action on a report. Click the Notification  tab or go to the 
Notification  section within the report to complete the following sections.  

3 . 3 . 1 . 1 S E N D  N O T I F I C A T I O N  

 

To use notification, while in create  or edit  mode, enable the Yes  radio button in the 

Send Notification  field.  The notification will appear in each of the categor ies 

selected in the Personal Profile form notification section.  

If you choose  NOT  to use notification, while in create or edit mode, enable the No  

radio button in the Send Notification field. The message entered in the report will 

travel with the report an d be maintained in the application, but no one will be 

specifically notified.  

3 . 3 . 1 . 2 M E S S A G E 

Enter a short message of 140 characters or less in the Message field (for digital 
devices).  You may copy and paste information from the report into the Message box.  

3 . 3 . 1 . 3  S E LE C T  R E C I P I E N T S  

 

Next, select the recipients of the message by using the Individuals  and/or Groups  

links above the Select Recipients  field.  Populate the Select Recipientôs field by 

clicking the Individual or G roup Name  links  next to the Select Recipients  pane . The 

Select Recipientôs pane will populate with the application users who have completed 

a Personal Profile form. Select recipients by clicking their Name  link. The individual or 

group selected will appear in the Notification List  pane.  To avoid duplica tion, the 

application allows selecting a user once. You can deselect a user f rom the 

Notification List  pane by double clicking the users Name  link. The user will be 

returned to the Select Recipients  pane. To validate message transport, check to 

ensure that  the selection has tag lines such as a valid email address (E), or other 

notification information that resides in their Personal Profile form.  

3 . 3 . 1 . 4  O T H E R  E M A I L  A D D R E S S E S 

You can add other addresses that are not already in the system via the Other Ema il 

address es  field. Validate that the email address is in the correct address format  

(e.g., ñyou@youragency.govò). Recipients w ho do not have access to the application 

will receive your email message, but will not be a ble to access the application to view 
the  report .  
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3 . 3 . 1 . 5  C O M P L E T E D  N O T I F I C A T I O N  R E P O R T  

A completed Notificati on r eport prior to clicking Submit  is shown in Figure 24 . 

 
 

Figure 24  Completed Notification Report  

 

After clicking the Submit  button, r ecipients will receive email alerts similar to the 

one in Figure 25 . The email may al so contain a link to the report.  

 
 

Figure 25  Sample E-Mail Alert  

1  The email 

notification 
or targeted 
alert will be 
sent when 
you click the 

Submit  
button on the 
report you 
are creating 
or updating.  

1  

Distribution 
groups are 
discu ssed in 
detail in the 

Application 

Admin  class.  

Available 
Individuals or 
Groups  

 

Email addresses not 
selectable from within the 
system  

 

Individuals or 
Groups 
Selected for 
Notification  
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In addition to the email aler t, u sers will receive ñtarget alertsò when a user is 

selected as a notification recipient for a document AND has checked Targeted Alerts 

as a preferred method of notification on their Personal Profile document.  

To followup on the status of your Notificati on, perform the following:  

Open the Emergency Event  report by clicking the Emergency Event  Name  link as 

shown in Figure 26 . 

Click the Notification  t ab as shown in Figure 26 . 

 

Figure 26  Checking the Notification Status  

Check to view a  that a  ñYò is in the Send Notification  category a shown in Figure 

26 . If the Send Notification  category displays an ñNò, the notification was not sent 

to any of the individuals. However, an individual opening the report will be able to 
read the notification message in the report.  
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Click the Targeted Alert Status  button as shown in Figure 27 , and  a pop up 
window will display the status, as shown in  Figure 28 . 

 

Figure 27  Locating Target ed  Alert Status  

 

 

Figure 28  Target ed  Alert Status  window  
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3.4  Attachments & Overlays  

Using the Attachments & Overlays tab , you can associate any electronically 

formatted information that may  be useful in providing more information  regarding  an 
incident, as shown in Figure 29 .  

 
 

Figure 29  Attachments & Overlays Fields  

 
This information can include maps, plans, video and recorded sounds.  

In this section, we will explore Attachments; the section regarding Overlays is 

discussed in the Module: Common F unctions Section 3.8.  
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3.4.1  Attach Files  

To add a file to a rep ort , click the Add From File or  Add From Library button (in 

View  mode)  as shown in Figure 30 .  

 

Figure 30  Attachment Locat ion  

Clicking the Add From File button opens the Attachments form , as shown in Figure 31 . 

 

Figure 31  Attachments From File  form  

1  

Attachments 
can only be 
added in 

View  mode.  

Click  the Add  from Library  
button to add a document 
from the system Document 
Library.  

Click the Add from File 
button to add a document 
located in a file.  
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Enter an Optional Description then, click the Browse  button t o open the standard 

Choose File  dialog box and navigate to the location where the desired file is stored 

on your computer or file server, as shown in Figure 32 .  

 

Figure 32  Locating a File for Attachment  

The Report Attachment with a description and attached file will appear as shown in 

Figure 32 . Click the Submit  button when finished.  

Alternately, clicking the Add From Library button opens the  Document Library  

window, as shown in Figure 33 . 

Click the checkbox to select the document you wish to attach and click the 

Select/Attach  button to add the document as shown in Figure 33 . 

 

 

Figure 33  Document Library window  

 

Local PC or 
network  
files  
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The Document Library window will immediately close and return you to the 

Basic Info  tab in View  mode.  Click on the Attachments  tab to view the 

document Name  link for the Refe rence.  

3.4.2  View Attachments  

To view an attached file, click its Name  link (in View  or Update  mode) to open the 

attachment in the software in which the document was published , as shown in  Figure 

34 . 

 
 

Figure 34  Opening an Attachment  

 

 

To remove an attachment, click the  Delete  button next to the Name  link as shown in  

Figure 34 . 

 

1  Deleted 

attachments 
no longer 

appear in the 

form but are 
still available 
in history.  
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3.4.3  Add Web Links  

Links to Web -based resources are added via the Web Pages field (in create  or 

update  mode) as shown in the phased images in  Figure 35 .  

 

Key in the URL entry, separating multiple entries with a comma or line break  in the 

Web Pages  field . 

 

Click the  button to save the  information.  

1  The 

Web link 
must be 
start with 
óhttp: //ô. 

1  

Separate 
web URL 

entries 
with a 

comma or 
a line 
break.  
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The report will be presented to you with info in the Basic Info  tab. Click the 

Attachment  tab and the URL that was entered in the Web Pages  field should be in 

similar format as the picture in the next image.  

 

 

Figure 35  Web Links  
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3.5  Geo Location  

Using a formôs Geo - Location  tab , as shown in  Figure 36 , you can place an event  on 
the GIS map that resides within the system.  

 

Figure 36  Geo -Location Fi elds  

 

1  As soon 

as you  
Geo Locate,  

the system 
automatically 
enables the 
Show on Map 
Yes  radio 
button.  



N C 4  T R A I N I N G     E M E R G E N C Y  E V E N T   

 

 

33  

COPYRIGHT © 2008 NC4 

All Rights Reserved 

 

 

You can geo locate a position using any of the following methods:  

¶ Manually enter an address  

¶ Look up a preset address  

¶ Manually enter a street intersection  

¶ Manually enter latitude and longitude  

¶ Look up the position on a map  

 

3.5.1  Geo Locate By Address  

To geo locate by the address you provided, click the radio button before by Address , 

as shown in Figure 37 .  

 
 

Figure 37  Geo Locate by Fields  

(by Address)  
 

Then click the  button as shown in  Figure 37 . A pop -up window, confirming 

the location, will appear on the screen , as shown in Figure 38 .  

 
 

Figure 38  Select By Address Dialog Box  
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If more than one address is returned, select the radio button next to the most 

appropriate choice. Next, click the  button to verify the location 

graphically, as shown in Figure 39 . If the location is accurate, click the  

button.  

 
 

Figure 39  Showing Address Location on Map  

 

The available navigation tools shown on the map in Figure 39  are described in more 

the next section .  

The Geo Located By fi eld now contains ñStreetAddressò and the locationôs associated 
latitude and longitude display, as shown in Figure 40 . 

 
 

Figure 40  Geo Located By Street Address Field  

1  Scroll 

down to 
see more 
information 
in the 

Layers  
and  
Icons .  












